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INTRODUCTION

In 1996, the Barbara Bush Foundation for Family Liter-
acy and the Maine Department of Education began a col-

laborative project called The Maine Family Literacy
Initiative (MEFLI). The underlying philosophy of this
partnership is that the parent is the child’s first and most
important teacher, the home is the child’s first school, and
reading is the child’s first subject. Parents who value and
enjoy learning will teach their children to become lifelong
learners.

From 1996–2002, 68 MEFLI grants ranging from
$8,000–$25,000 were awarded to 45 communities in 15 of
Maine’s 16 counties for the development or expansion of
family literacy programs. Through these family literacy
programs, hundreds of parents, schools and communities
have become partners in the literacy development of their
children.

In the spring of 2001, with generous support from the
Barbara Bush Foundation for Family Literacy, we began
interviewing family literacy programs across the state to
identify best practices and develop more specific guidance
for potential applicants. This handbook summarizes the
valuable insights of these programs as well as the
thoughts of members of the Maine Family Literacy Task
Force. We found that, while family literacy programs in
Maine are as diverse as the organizations that sponsor
them, there are some common elements that are critical to
the success of all family literacy programs. This document
identifies those elements and provides “lessons learned”
and guidance to agencies in Maine who are thinking about
developing a family literacy program.

While the concept of family literacy has been around
since the early 1980s, it wasn’t until later in that decade
that the first federal definition was developed for the Even
Start program. By 1998 family literacy appeared in sev-
eral additional pieces of legislation including the Reading
Excellence Act, the Elementary and Secondary Schools Act
(ESEA), the Head Start Act, and the Workforce Invest-
ment Act.

Family literacy services are defined in these federal
laws as “services that are of sufficient intensity in terms of
hours, and of sufficient duration, to make sustainable
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changes in a family and that integrate all of the following
activities:

Interactive literacy activities between parents and
their children.

A. Training for parents regarding how to be the pri-
mary teacher for their children and full partners in
the education of their children.

B. Parent literacy training that leads to economic self-
sufficiency.

C. An age appropriate education to prepare children
for success in school and life experiences.”

Does this approach really work? We believe it does. The
proof for one community is in the following excerpt from
its family literacy program’s “Benchmarks of Success”:

The MSAD #27 Center and Home-based Instruc-
tional Program for Parents and Youth (CHIPPY) Pro-
gram, located in Fort Kent, Maine, is a center-based
family literacy program which provides integrated les-
sons in adult literacy, early childhood, parenting as
well as intergenerational activities to low income fam-
ilies. From 1996–2001, this program worked with 77
families, including 143 children. Of those families:

1. 50% of the adults who enrolled in the program
without either a high school diploma or a GED
earned one of those credentials

2. 19 current and former adult learners are
enrolled in degree programs at the University of
Maine at Fort Kent.

3. 24 adult learners have enrolled in adult voca-
tional business certificate, C.N.A. or P.C.A. pro-
grams through MSAD #27 Adult and Community
Education, and

4. Of the 25 adult learners served by the program
in 2000–2001, 40% have acquired at least part-
time employment. In 1999–2000, 33% of the
adult learners acquired at least part-time
employment.

In addition, an examination of school grade reports
of 60 current and former child learners conducted at
the end of the first grading quarter during 2000–2001
revealed significant evidence of school readiness as a
result of program participation:
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5. Of those in Kindergarten, 100% demonstrated
good language comprehension and expanding
vocabulary; demonstrated appropriate use of
crayons and scissors; showed good large muscle
coordination; used material and time wisely;
participated actively in group activities; and
demonstrated self-confidence.

6. Of those in grades 1 and 2, nearly 70% required
neither Special Education nor Title I services
and over 70% read well orally; read with under-
standing; sounded out words independently; con-
structed sentences; and expressed themselves
well orally.

7. Over 80% of 3rd and 4th graders were reading
grade level materials, while earning marks of B
or better. Seventy-five percent (75%) earned
grades of B or better in math and 100% of them
were cooperative and worked well in groups.

8. Nearly 70% of the 5th and 6th graders were
reading at grade level and 85% were earning
grades of C or better. Of those receiving Special
Education services, 50% were mainstreamed
into regular education classrooms with modifica-
tions. Also these 13 5th and 6th graders
accounted for a total of only eight absences from
school in a forty-four day ranking quarter.

Fort Kent’s experience demonstrates that parents who
participate in family literacy programs move toward eco-
nomic self-sufficiency, gain self-esteem, model positive
attitudes toward learning for their children and are more
actively involved in their child’s education. Children who
participate are read to regularly, are better prepared to
enter school, have fewer absences, receive fewer addi-
tional services, and are more cooperative.

WHAT’S THE RELATIONSHIP BETWEEN FAMILY LITERACY
AND FAMILY READING?

Family literacy has become a catchall phrase for a variety
of activities including story hours and book distribution
projects. These programs can also be called “family read-
ing” programs. Family reading” is supported in many
ways throughout our communities. No two programs are
identical. For example, in some communities, libraries

Family literacy means not only that
families have the abilities to read to
their children, but when they read
they can make the stories come
alive. They can use sound effects.
They can ask the children questions
as they read. That they have the
understanding children love to hear
the same stories over and over. Fam-
ily literacy means that it’s more than
just one book a night. Often times
in the practice I hear yes, I read to
my children. I read them a story
every night, but that is not the full
extent of family literacy. I also think
parents need to model reading . . .
that they themselves need to be
reading so children see that there’s a
love of reading in the family. Family
literacy is the whole scope of the
language and the use of languages.

—Gladys Richardson
Communities for Children, Winthrop
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offer family story hours, while in others, newborn babies
and their families receive book bags from hospitals; non-
profit organizations promote family reading through book
discussion groups; and elementary schools support family
reading through parent night activities. These programs
are all open to the public. Whether a community has a
family literacy program or not, these family reading activ-
ities are very important and much needed opportunities
for families to read together.

In this book, the term “family literacy” refers to pro-
grams where agencies and organizations partner together
to provide coordinated services to both parents and their
children through the following four components:

• Adult literacy,
• Early childhood literacy,
• Parent education, and
• Intergenerational literacy activities.

Family literacy services are offered to low-income fam-
ilies where one parent or primary caregiver and at least
one child between the ages of birth and 8 would benefit
from literacy instruction. Family reading is often a piece of
a comprehensive family literacy program. In fact, many
MEFLI programs found that cooperating with a family
reading program in their community was a big advantage.
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5

STARTING A FAMILY LITERACY 
PROGRAM

”The secret of getting started is breaking your complex,
overwhelming tasks into small manageable tasks, and

starting on the first one.”
—Mark Twain

IS THERE A NEED FOR FAMILY LITERACY SERVICES IN 
MY COMMUNITY?

Assume nothing. It would be a shame to develop a pro-
gram where one already exists or for a population that
can’t access services. Before you begin contacting potential
partners, do your homework! Here are some helpful sta-
tistics to look for in your community.

• What does the census tell you about the number of
adults in your community without a high school
diploma?

• How many school-aged children receive free or
reduced lunch?

• What is the unemployment rate in your area?
• What is the average household income?
• Can the local welfare or general assistance offices

tell you how many families in your community are
requesting assistance?

• How many children receive special education or
Title I services in the local elementary schools?

• How many children have Limited English Profi-
ciency (L.E.P.)?

• What percentage of children entering your district’s
kindergarten program require additional services
because of developmental delays?

• Is there a Head Start program nearby? What sta-
tistics can they provide about the number of chil-
dren they are serving? Do they have waiting lists?

• How many children in your community receive one
or more services from Child Development Services?

• What statistics can you find on domestic violence
and child abuse and neglect in your area?

• What related services are available in your commu-
nity? Are there gaps?



• And finally, are family literacy programs already in
existence in your community? What population do
they serve?

This list of questions is not intended to be comprehen-
sive, but instead to provide you with some talking points
for your discussions with possible partners and potential
funders. Further analysis of your data can be done at a
later date with your collaborators as you identify your tar-
get audience, establish your outcomes and design your
program.

WHAT ARE THE FOUR COMPONENTS AND HOW DO 
I FIND PARTNERS?

You’ve read the federal definition of family literacy and
you’ve done enough initial research to know there is a need
in your community, Now it is time to look more closely at
the four activities listed in the definition that are at the
core of a quality family literacy program: adult literacy,
early childhood literacy, parenting education, and intergen-
erational literacy. These are called the “four components” of
family literacy. There are many potential partners out
there whose strengths in these four components can bene-
fit your program. Let’s take a look at the goal of each com-
ponent and some ways to identify the best partners.

The goal of the adult literacy component is to improve
the self sufficiency of families by helping adult family
members meet their personal goals, increase their literacy
and employability skills, and develop the necessary skills
to teach, support and advocate for their children. Who can
help you do this?

Several agencies and organizations in Maine, including
local public school adult education programs, local literacy
volunteer affiliates, and non-profit agencies, provide adult
literacy services. The primary function of adult literacy
programs is to enable adults to acquire the basic literacy
skills they need to function in their roles as worker, fam-
ily member, and citizen.

If your organization does not provide adult literacy pro-
gramming, identify a provider of those services in your
local area. You can find a directory of public school adult
literacy providers in Maine at http://www.umaine.edu
/call/localdirectory/PROGRAMS.HTML Not all adult lit-
eracy providers are created equal, so you’ll want to ask
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some questions about the program to determine the qual-
ity of services provided. Here are a few to get you started.

• What is the program’s philosophy on adult learn-
ing? If the program staff doesn’t say that it is a
learner-centered program, stop and look elsewhere!
Adult literacy programs function best when
designed to meet the needs and goals of individual
learners.

• Whom do they serve? If the program does not cur-
rently serve adults who need English for Speakers
of Other Languages (ESOL), for example, and this
is the population you think you might want to tar-
get, you should ask whether they are qualified and
prepared to offer ESOL services.

• How is instruction designed? If the program bases
its entire program around textbooks and workbooks
without input from the learner, find the door
quickly! Adult literacy programs should also use
real life, adult materials like newspapers, maga-
zines, computers, and workplace forms as well as
other resources that are applicable and relevant to
individual learner goals.

• How long do learners generally stay in their pro-
gram? It is estimated that it takes at least 100
hours of instruction for an adult to make measura-
ble progress in literacy.

• How does the program assess progress? Are there
specific tools used to pre and post- test?

• Ask to see the classrooms, if applicable. Make sure
the environment is appropriate for adults and not
filled with small child size chairs and desks. Is this
a place the families you are targeting would be com-
fortable?

• Can they identify parents within their existing pro-
gram who might qualify for and benefit from family
literacy services?

• Does the program have the knowledge, skills, and
capacity to play a role in delivering the adult liter-
acy component of your family literacy program? Do
they have a proven track record of success?

• Do they want to become a partner in family liter-
acy? Now is the time to talk to them about collabo-
rating on a program.

7Starting a Family Literacy Program

In the parent group, the curriculum
we utilized . . . The first year we
used Active Parenting, the second
year we used the curriculum that
Cooperative Extension has called I
am Positive: Growing Up With Self
Esteem. We’ve done the Meyer’s-
Briggs and how that relates to them
in their life and as parents. That has
been really fun and driven by the
desires of the parents.

—Kathy Goldberg
Maine School Administrative 

District #44, Bethel



The second component is the early childhood compo-
nent. The goal of this component is to provide learning
experiences that support the development of pre-literacy
and pre-reading skills of young children and augment the
educational experiences of school age children.

If your agency does not currently provide early child-
hood education, you should begin looking for potential
partners within your community. Keep in mind that fam-
ily literacy programs should target families in which
young children, birth to age eight, are living in circum-
stances that place them at a greater risk of failure in
school, including poverty, neglect, and low level of parental
education. Looking for an early childhood program that
also targets this population will make your search easier.

Some of the most common providers of early literacy
services and partners in family literacy in Maine are Head
Start, locally run pre-schools, and elementary school special
education and Title I programs. To ensure quality, here are
a few questions you might want to ask a potential partner.

• How and where are services delivered? Are they
individualized or small group? What is the average
group size? A well supplied, well designed pre-
school will be divided into a variety of interest areas
such as arts and crafts, music, pretend play, writing
and reading.

• Is there a regular daily routine for children?
• Is there strong parent-teacher communication?
• Does the curriculum provide a variety of activities

to encourage creativity and positive social interac-
tions, as well as opportunities for language develop-
ment and reading and writing?

• Does the program employ certified teachers? If not,
what training have they received?

• Is time allowed for teachers to meet regularly in
order to operate as a team?

• Does the program serve the target population?
• Is there designated time for staff development so

the teachers can keep abreast of current methods
and information?

• What does the early childhood program know about
family literacy?

• Can the staff identify children and their parents
who would qualify for and benefit from family liter-
acy services?
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• Does the program have the knowledge, skills, and
capacity to play a role in delivering the early child-
hood component of your family literacy program?
Do they have a proven track record of success?

• Again, are they interested in becoming a partner?
Now is the time to talk to them about collaborating
on a program.

The third component, the parent education component,
provides parents with information and support as they
strive to be their child’s first teacher, an advocate for their
child, and a partner in their child’s education. For many
parents the demands of young children are overwhelming.
Parent education provides parents with the opportunity to
reflect on their parenting styles, share experiences with
each other, learn how to interact with their children in
positive ways through play, and improve their time man-
agement skills to allow for time with their child(ren) on a
regular basis. It can also provide an opportunity to discuss
nutrition, substance abuse, domestic violence and other
issues as they arise.

If your agency or a previously identified partner does
not currently provide parenting education, you should
begin looking for potential partners within your commu-
nity. Finding a provider for this component may not be as
easy as finding the adult literacy and early childhood
providers. Contact the Department of Human Services or
the Cooperative Extension office in your county to see if
they have recommendations. Call the Maine Parent Feder-
ation to see if they have a Parents as Teachers (PAT) pro-
gram in your area. Look for parenting experts who will
offer parents support and direction while respecting indi-
vidual cultures and experiences.

If you are unable to find a provider in your area, you
may need to provide this component yourself. There are
many quality pre-packaged programs available. Here are
a few things to think about as you review your options:

• How will the parent education program be inte-
grated with the adult literacy and early childhood
literacy components?

• Discussing parenting techniques can be threaten-
ing for some parents, especially those who have a
previous history of abuse and neglect. How will
these fears be addressed?

9Starting a Family Literacy Program



• How will you identify staff who can design creative
literacy activities to help parents express concerns
about parenting, solve problems, and develop inter-
personal skills and who can facilitate group support
meetings?

• How will you involve parents in deciding which par-
enting topics to address?

• How will you help parents develop parenting goals?
• What resources do you have to support a wide range

of goals?

The final component, the intergenerational component,
is the heart of a successful family literacy program. The
goal of the this component is to develop a positive, literacy-
rich environment in the home by supporting parents as
they interact with their children in positive and construc-
tive ways. You may hear this component also referred to as
PACT (Parent and Child Together) time. During PACT
time, children choose what they want to do, and parents
learn to support their child’s play. PACT time should be
followed by a time for parents to debrief with staff and to
talk about how they can transfer their child’s learning to
the home environment. Outside of this organized time,
parents should also be encouraged to set aside special time
each day to read to their child and to spend quality time
listening to and interacting with their children.

Some programs also elect to provide monthly, seasonal,
or theme based PACT time activities for all families in the
program. The activities are often designed and planned by
parents and can range from field trips to guest readers to
family night dinners and community events for families.
These programs also incorporate a session with parents to
talk about what they learned and how they can transfer
the learning to their home environment.

Most family literacy programs incorporate PACT time
activities that are based on the family goal plan into their
regular routine with the family. PACT time can be as sim-
ple as reading a book together and cooperatively drawing
a picture about the story, or sitting together on the floor
and playing with dinosaurs if that is what the child wants
to do. Each of these experiences provides an opportunity
for the parent and child to spend some fun time together
and helps the parent identify other ways to interact with
their child. For example, playing with dinosaurs can lead
to a discussion about what dinosaurs ate and how they
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GLIMPSE: The coordinator of the
family literacy program through
Oxford Hills Adult Education, frus-
trated by an inability to get parents
to participate in parent support
groups, decided to try holding a
“Breakfast Club” at a local McDon-
alds. One staff person met with the
parents to facilitate discussion on
parenting issues while another
spent time with the children on the
McDonalds playground. The initial
meeting was such a success that
they had to tell the parents it was
time to leave! These parents and
others now meet on a regular basis,
help each other with parenting
issues, and design family activities
to do with their children. The key to
success here was the willingness of
staff to meet families in a non-
threatening location, one that was
familiar and comfortable to the fam-
ilies they were trying to serve.

Helps out with Nathaniel sharing
and playing with his sister, Rebecca.
The program comes to my home.
The teachers do things with the kids
and help me learn things I can do
with them.

—April Soucy
Franklin County Adult Basic Education



lived, which might then lead to a visit to the library to find
a book about dinosaurs to read together. 

This component does not require additional staffing. It
may be that two or more partners share responsibility or
provide staff to facilitate and implement PACT time. For
example, Title I aides might work with Head Start staff to
facilitate the PACT activities. PACT is a good time for all
staff members to model appropriate behavior for the par-
ents. Successful programs have recommended that all
staff participate in PACT time in order to make reluctant
parents feel more comfortable interacting with their chil-
dren. Staff can also use this time to identify issues that
parents might want to pursue in the adult education or
parenting component of the program. PACT time may
require some financial support to pay for meals, snacks,
and educational materials, and childcare for younger chil-
dren while the parent plays with an older sibling. (Hint:
Some programs have found that local Rotary, Elks, or
Lions Clubs have been willing to provide financial support
for some of these activities.)

Now that you understand the four components and
have identified your partner agencies, what’s next?

11Starting a Family Literacy Program

When we learned about what fam-
ily literacy was and the four compo-
nents, I saw a real blend with what
we were trying to do. It is the par-
enting education. It is the parent
child activities that they do together.
That was something we were defi-
nitely fostering here, but family lit-
eracy also adds on the component
of furthering the education of the
parent. Not only to help their child,
but also to increase their economic
security, which I think is one of the
linch pins of trying to help people
improve their lives.

We started meeting with the adult
education consortium part way
through our process and what we
learned from them is that they were
very interested in partnering. In
some ways I see family literacy as
the core goal maybe. There were
many foundations we should be
building on. I think it encompasses
quite a lot I am not sure what is the
exact word, but I think it’s the future
of where we are going to be going
because it is so broad and addresses
people’s needs.

—Nancy DeSisto
Children’s Health Collaborative, 

Families First, Augusta





PARTNERSHIP: COLLABORATION,
COOPERATION, OR COORDINATION?

Federally funded Even Start Family Literacy programs
are required to operate as a partnership between a local
education agency and a non-profit community based
organization. Collaborations in Maine Family Literacy
Initiative programs are not limited to this configuration.
Some successful MEFLI partnerships have included Head
Start, Cooperative Extension, Child Development Ser-
vices, area Community Action Programs (CAP), and local
libraries. Some Maine Family Literacy Initiative pro-
grams operate within the local educational agency as a
partnership between the local elementary school and pub-
lic school adult education program. While this particular
partnership limits the resources that are available to pro-
vide family literacy services to those already within the
school system, it can serve as the foundation for building
external collaborations.

Successful family literacy programs require more than
just cooperation and coordination of services if they are to
operate successfully. In order to achieve results that none
of the individual agencies could achieve alone demands
collaboration. What is the difference? Cooperation is an
informal agreement between two programs to work
together. Coordination is a little more formal. There are
usually written agreements to share resources and pro-
vide services. Collaboration happens when there are
shared goals, outcomes, resources and program responsi-
bility. For a collaboration to be successful and sustained
there must be some benefit to each collaborator and well-
defined roles for all members must be established. Collab-
oration is a two way street.

It will benefit your program to take some time at your
initial meetings to talk about why each member wants to
be involved in the project. You can probably anticipate that
the first question each member will ask is, “What’s in it for
me and my program?” For example, one private non-profit
organization involved in a Maine Family Literacy Initia-
tive project collaborated because they believed that family
literacy supported their organization’s mission. Is this
true of your organization and of your partners? It will help

When we began we had contacts
with Head Start and I had a con-
nection with Dike-Newell Elemen-
tary School. We knew we had to be
classroom based so we had to get a
classroom to accept that. So the first
grade teachers at Dike-Newell . . .
there were four teachers and there
were four classrooms . . . so there
were four teachers and the principal
and we had to get the superintend-
ent of schools. We needed a library
connection so we had to get the Pat-
ten Free Library and the Literacy
Volunteers.

—Cathy Cyrus
Read With Me, Literacy Volunteer of 

America, Bath
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to know what each collaborator hopes to get out of the
project, what resources they can bring to the table, and
what they see as their role in the project. Having these
discussions now will help avoid conflict later on and can
lead to the identification of your project goals (your vision)
and objectives (measurable changes in the target popula-
tion). These are critical to the development of the project
design. Many programs make the mistake of identifying
input rather than outcomes as they develop their plans.
Make sure you define your collaboration by discussing the
outcomes for families rather than the input or effort of the
collaborators.

Forming a collaborative is often the easy task. Main-
taining a healthy collaborative takes time and good man-
agement skills. Relationship building is critical in forming
and maintaining a strong and healthy collaborative. Suc-
cessful partnerships hire project coordinators to develop
management plans in which everyone plays a role, to
remind members regularly of what they are trying to
accomplish, and to acknowledge member efforts often and
loudly. The coordinator also has to work to maintain a
high level of mutual respect among members, be capable
of managing conflict, provide mechanisms for frequent
communication around program services and be available
to bring new members up to speed as they come on board.
It is important to keep the family literacy program on the
radar screen of all advisory board members, so that it is
not forgotten among other priorities.

It is important that at least a part-time coordinator is
hired to help form and manage the family literacy collab-
orative project. Many Maine Family Literacy Initiative
programs have not put their resources into hiring even a
part-time program coordinator and, as a result, have not
always benefited from true collaboration. Those that do
collaborate have had a much higher incidence of program
success and continuation. However, any positive and well
planned efforts in the name of family literacy can con-
tribute to new working relationships ranging from mutual
advertising and staff development to cooperative grant
writing and better connections between parents and
schools.

I was one of the folks who sat down
with Children’s Health Collabora-
tive, Families First, Department of
Human Services and the Southern
Kennebec Family Literacy Task
Force. There are 13–14 different
agencies who come together and
our of that, obviously we are talking
about family literacy at the different
times we met, but then parenting
and parenting education and then
the success of the Nurturing Pro-
gram. It seemed like there was a
possible way to look at the strength
of an already existing collaboration
and add on and strengthen it with
family literacy.

—Susan Emerling
Augusta/Winthrop
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GLIMPSE: In Fairfield, the MEFLI
program found it important to
develop relationships with people
in both administrative and direct
service positions in forming a suc-
cessful collaboration.

They found that support for the
project from the administrators of
partner agencies was critical to get-
ting the project off the ground, but
forming working relationships with
direct service providers through reg-
ular staff meetings was crucial to
actually getting the work done.



You will hear the term “integration” used later in this
handbook when integration of components is discussed. It
is important that integration also be viewed in relation-
ship to the collaborative you form. Many community agen-
cies offer one component of family literacy, but successful
collaboratives integrate the services of a number of agen-
cies to really impact the families. Agencies that join
together to provide services to families have a greater
influence than those that try to go it alone. Examples of
letters of agreement used by other family literacy collabo-
ratives can be found in Appendix A.

GLIMPSE: The family literacy staff in
Washburn helped the elementary
staff with kindergarten screening and
k–3 testing and were involved in the
fall open house, as part of establish-
ing working relationships with the
elementary schools. As a result, ele-
mentary school staff referred many
families to the program.
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QUALITY INDICATORS

Maine’s Family Literacy Quality Indicators were submitted to the U.S. Department of Education in June of 2001. They
stand as definitions and goals to be used in assessing programs and their results.

Quality Indicator 1: Partnership and Collaboration
Even Start Family literacy programs operate as a partnership between a local education agency and a nonprofit com-
munity-based organization. The partnership utilizes a collaborative approach to identify community linkages and to
establish collaborations with community service providers and families in order to identify and meet family goals and
needs.

Quality Indicator 2: Program Instructional Contexts
A quality family literacy program utilizes varied instructional contexts that are based on sound theory and methodology
and address a diversity of learning styles, social and economic contexts, intelligences, educational levels, and develop-
mental states for all family members.

Quality Indicator 3: High Quality, Intensive, Instructional Programs 
A quality family literacy program provides families with accessible learning opportunities based on family strengths,
needs and barriers that empower all family members to achieve their goals.

Quality Indicator 4: Continuous Program Improvement
A quality family literacy program engages in a regular, continuous improvement process.
From Maine’s Family Literacy Quality Indicators submitted to US Department of Education June 2001





PROGRAM DESIGN

Family literacy programs come in many shapes and
sizes designed to meet the needs of the local commu-

nity. This is where all of that data you collected earlier
during the needs assessment phase will come in handy.
Analyze the information you already have and review the
goals and objectives you have already developed before
you try to answer these key questions:

• What strategies will you use to meet your objectives?
• How will you measure your program’s success?

Remember as you answer these questions that the
focus of the program is on the family and helping the fam-
ily meet its goals. In determining your strategies you will
want to address the following program elements: location,
recruitment, retention, instructional strategies, assess-
ment, component integration, staffing, and professional
development.

Location
Where you decide to offer services will depend in large
part on the families you recruit and where they live. There
are advantages and disadvantages to both home-based
and center-based models.

Some advantages of the home-based model reported by
programs include: individualized instruction, improved
attendance rates, fewer transportation and childcare issues,
and more opportunity to build on the resources that are
already available in the home for instructional purposes.
Some of the disadvantages identified are: fewer hours of
contact per family and too much time between visits, more
distractions (i.e. unexpected visitors, phones ringing, chil-
dren crying), sometimes remote and unsafe locations, and
less opportunity for support from other parents.

A center-based model allows for a safe and structured
environment with fewer distractions and increased fre-
quency and duration of instructional time. It also provides
more opportunity for peer support and encourages com-
munity participation. However, it can be more difficult for
parents without reliable transportation and childcare to
attend on a regular basis and challenging for adults with
socialization issues.

DEFINITION
Home-based program staff visits
the family in their home on a
mutually determined schedule. A
center-based program provides
services in a centrally located
facility or several facilities, if your
program covers a broad geo-
graphic area.
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You and your partners can decide what is the best
model for your community based on the need and services
available for your family literacy project. While it is a
demanding solution, the optimal program successfully
blends the two approaches.

Recruitment
You know you have to recruit families into your program,
but what kind of recruitment strategies work best? Before
you can recruit, you have to know whom you are planning
to serve. Are you targeting a special population like single
or teen moms or English as a Second Language families? If
your recruitment efforts are wildly successful, how will you
decide who gets priority? It will help to develop criteria for
program participation. This strategy will also help you tar-
get your recruitment efforts more effectively. You will find
samples of “most in need” criteria from other programs in
Maine in Appendix B to use as a reference, but your crite-
ria should be customized to reflect the needs of your com-
munity. Once you’ve done this, you can begin thinking
about how you can recruit your families.

According to the Maine Family Literacy Initiative pro-
grams we interviewed, you need to be able to identify an
eligible pool of participants that is two to three times the
size of the group you can serve. Maine Family Literacy Ini-
tiative programs also tell us that multiple strategies are
required to recruit families. A good recruitment plan will
identify ways to market the program to the general public,
opportunities for direct contact with potential participants
throughout the year, and mechanisms for educating pre-
school and elementary school staff, adult education staff;
case managers, counselors and others who might have
direct contact with clients so they can make appropriate
referrals. Communication with those who are making
referrals is critical to this form of recruitment. If they feel
that they are wasting their time, the referrals will stop
coming. Let them know you received the referral and what
happens as a result. If the family they refer does not meet
your program criteria, seize the opportunity to educate
them! Help them identify other resources for the family. If
your program is at capacity, let them know that you have
a waiting list. Some programs encourage families on the
waiting list to participate in only one component while on
the waiting list to keep them interested until all four com-
ponents become available. For example, a parent who is

The first year in the first grade we
agreed that we would sit with the
teachers at their initial parent-
teacher-child conferences in early
fall and they would invite parents to
talk with us about the program at
that moment in time. So I would try
to help families decide to come and
if they agreed to, I called them every
week for the rest of the year to get
them to come. The first year we had
8–10 families, which we thought
was good; two families in each
classroom and a few on the edges.
Then in Head Start that first year, we
went to the initial parent orientation
session, where parents are glazed
over with information, but as soon
as parents would sign then I could
independently contact them. So I
just persisted with that all year.

—Cathy Cyrus
Read With Me, Literacy Volunteers of 

America, Bath
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DEFINITION
Recruitment is a series of strate-
gies designed to enroll families
most in need of family literacy
services, especially low income,
disadvantaged families with low
literacy skills or Limited English
Proficiency (LEP).



really interested in improving his/her own parenting skills
might benefit from being part of the parent support group
until a slot in the program opens up.

Many programs said that personal contact by program
staff was critical to successful recruitment. The impor-
tance of this personal contact cannot be stressed enough.
Family literacy is not a program where families will arrive
at your door just because you have developed a wonderful
program. Recruitment requires staff to reach out in areas
where potential families can be found. Maine Family Lit-
eracy Initiative staff could be found at kindergarten
screenings, parent teacher conferences, public housing
projects, and Head Start programs talking about family
literacy services. They could also be found at food pantries,
laundramats and library story hours. Feedback from fam-
ily literacy participants we interviewed told us that this
personal contact often had to happen more than just once
before they decided to participate.

Educators are often not comfortable marketing their
programs. Get over it! Maine Family Literacy Initiative
programs told us that marketing their programs in a vari-
ety of ways was critical to their success. Many Maine Fam-
ily Literacy Initiative programs struggled in the first six
months because they didn’t have a well-defined recruit-
ment/marketing plan. Fledgling programs that relied pri-
marily on word of mouth often floundered. Once a program
began and was successful with families, word of mouth did
get around in the community and helped with the recruit-
ment effort, but initial recruitment required other strate-
gies as well. One thing that was clear from all programs
was that recruitment takes time and never ends. It is
important to make recruitment a program priority.

While Even Start programs are required to serve fam-
ilies who are most in need of services, the requirements for
Maine Family Literacy Initiative programs are not quite
as rigid. Programs are still required to serve families
where at least one parent is in need of adult literacy
instruction and one child needs assistance in the develop-
ment of pre-literacy or literacy skills, but these programs
tend to use a first come, first served method of prioritizing
families.

Another item to consider when families are recruited is
the collection of initial contact or “intake” information.
Appendix D provides some samples of forms used by other
family literacy programs to collect intake data and a copy

Grandmothers that visited the homes
to deliver the books have worked
best. Older people in the community
that know the families . . . they 
are enthusiastic, sympathetic and
encouraging to the mothers.

—Advocate for the Healthy 
Island Project’s book 
distribution program

Deer Isle
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of the final report form used so you will know what data to
collect. Appendix D also includes sample “release of infor-
mation” forms so that family information can be shared
between partner agencies without jeopardizing family con-
fidentiality.

Retention
Most of the families served in a family literacy program
will have multiple barriers to participation. You should
have a plan in place to respond to those barriers. Low
income, high-risk families in urban areas tend to be tran-
sient, sometimes moving as many as two to three times a
year. Rural families are more likely to have unreliable
transportation or childcare. Many of the parents will have
negative feelings toward school and low self-esteem. Oth-
ers will have concerns about housing, heat and food. Time
is a major factor for most families to juggle everything
that is going on in their lives. A family literacy plan must
take this into consideration as well.

Programs have traditionally addressed the transporta-
tion problem through car-pools, volunteer organizations,
bus vouchers, and/or Community Action Program (CAP)
vans. Allowing staff to provide transportation in their own
vehicles is not recommended unless your school district or
program covers the liability. The MSAD #44 family liter-
acy program in Bethel had an agreement with a local taxi
service to provide transportation at a discount rate during
off-peak hours. Volunteers and paid staff provide childcare
on-site in some programs, and in others arrangements for
discounted slots are made with non-profit day care
providers such as YMCAs.

Parents we interviewed told us that they participated
because they trusted the program staff, they liked being
asked for input on the kind of things they could do, and
they enjoyed the opportunity the program provided them
to spend time with their children on family activities.
Some programs reported that offering a meal or snacks to
families was an effective way to encourage regular atten-
dance. It is highly recommended that the partnership
make services like transportation, meals, and childcare
available to families on an as needed basis to help facili-
tate participation in program activities.

One of the most effective methods of overcoming multi-
ple barriers to participation is using a case management
approach. Case management is an integrated approach to

DEFINITION
A variety of strategies and support
services designed to keep families
participating in their program of
study long enough to achieve
learning gains and family goals.
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providing services to “most in need” families. Providers
from all agencies or programs serving a particular family
work together to provide services toward common goals.
Communication helps avoid duplication of services and
keeps the family’s goals in focus. Ideally, all providers
meet regularly to discuss (with signed releases of infor-
mation) the family’s goals, progress toward those goals,
and what each provider is offering to help the family meet
those goals. This approach may not be possible or neces-
sary for all families, but it works well for families receiv-
ing services from a variety of sources.

Some programs have elected to use family contracts
that outline the responsibilities of the family and staff
within the program to ensure participation in the four
components. You will find some examples of these in
Appendix E.
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INSTRUCTIONAL STRATEGIES

Adults
There are many reasons why an adult may not have
learned to read fluently. It is often unfairly assumed that
adults who struggle with reading should have been in spe-
cial education as a child. It is more often the case that
these learners were required to leave school at an early
age to help support their family or had childhood illnesses
that prevented them from attending school regularly.
Some were part of a family that moved frequently to find
work, others have undiagnosed learning disabilities, and
some had horrible experiences in school at an early age
that prevented them from learning. Successful adult liter-
acy programs understand that there are many reasons
why an adult may not have learned to read and make the
accommodations necessary to overcome these childhood
experiences.

Teaching an adult to read requires a balanced
approach that includes the five areas outlined in the
National Reading Panel Report: phonemic awareness,
phonics, fluency, vocabulary, and text comprehension,
within an adult context. Using an approach that focuses
on only one of the five core areas of reading instruction is
not effective. This “one size fits all” approach to teaching
reading generally works only for a while. Many teachers
report significant progress initially using one single
approach, but find that learner gains slow dramatically
until instruction is incorporated in other areas. Good adult
reading teachers recognize that each of their adult learn-
ers has failed to master one of the core areas of reading
and that the area and skill level is different for each
learner. They tell us that it is important to first determine
the adult learner’s reading interests and then to use the
materials that the adult is interested in to assess and
build a balanced program of instruction that incorporates
the five cores areas. Using a variety of strategies-such as
the language experience approach, cooperative learning,
project-based learning, individualized tutoring, and com-
puter-based instruction-and providing the materials
needed to address these strategies is critical to keeping
the adult learner engaged.

DEFINITION
A variety of instructional strate-
gies to teach parents and their
children to read or improve their
reading skills. These strategies
should be based on sound prac-
tice and research for all family
members.
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Family literacy programs work with adults to develop
personal goal plans and adjust their instructional strate-
gies to meet the learner’s goals. Adult learners will have
both long and short-term goals which staff can help them
articulate and develop into a written goal plan. Examples
of goal plans and family action plans are found in Appen-
dix E. It is important that the short-term goals be realis-
tic, assessable, and revisited periodically. It is equally
important that instruction in reading, math and writing
be synchronized with the individual learner’s goals and
skill level. In a quality family literacy program, instruc-
tion also makes real-life connections to the early childhood
and parenting components of the program.

One crucial resource for all adult literacy providers in
Maine is the National Institute for Literacy’s adult literacy
standards framework, Equipped for the Future (EFF). EFF
provides a clear set of standards for what adults need to
know and be able to do in their roles as workers, citizens,
and family members. It also provides a framework for
teachers to use in developing curriculum and instruction to
meet learner goals. For more information on EFF, contact
the National Institute for Literacy, 1775 I Street NW, Suite
730, Washington DC 20006-2401 or visit their web site at
www.nifl.gov/lincs or contact the Center for Adult Learn-
ing and Literacy (CALL), University of Maine, 5766 Shi-
bles Hall, Orono, Maine or call them at (207) 581-2413.

Children
In a quality family literacy program, instruction for chil-
dren involves child-initiated opportunities for learning
and activities that allow them to interact and develop
appropriate social skills. Books, games and other reading
material are readily available. Good instruction builds on
the child’s development, knowledge and interests and
makes time for reading and language-based activities on a
regular basis. Parents are involved in planning their
child’s activities and reporting on their child’s progress as
part of the parenting component of the program. Parents
can learn forms of play such as labeling and rhyming
games that reinforce pre-reading and early literacy skills.
Family literacy staff can model these forms of play in their
interactions with the family.

Reading instruction for older children includes strate-
gies designed to address the five areas of reading instruc-
tion outlined in the National Reading Panel Report:

Families didn’t know how to work
together as a group. The develop-
ment of a parent action group
helped parents understand that they
had the authority to make deci-
sions, build consensus and support
consensus even though they did not
agree with it. EFF standards helped
a lot with this.

—Perer Caron
CHIPPY Program, Fort Kent
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phonemic awareness, phonics, fluency, vocabulary, and
text comprehension. Put Reading First, a new publication
developed by the Center for the Improvement of Early
Reading Achievement and funded by the National Insti-
tute for Literacy defines each of these skills and describes
proven strategies for classroom instruction. Copies can be
downloaded from the National Institute for Literacy’s web
site at www.nifl.gov or ordered through EDPubOrders
@aspensys.com

More information on many of the tools listed in this sec-
tion can be found in the Resources section of this handbook.

ASSESSMENT

At present, adult literacy programs in Maine generally
use the Test of Adult Basic Education (TABE) or the Read-
ing Evaluation Adult Diagnosis (READ) for pre and post
reading assessment. The TABE test can also be used for
pre and post math assessment if desired. The Basic Eng-
lish Skills Test (BEST) and English as a Second Language
Oral Assessment (ESLOA) are the most commonly used
assessments for English for Speakers of Other Languages
learners. Assessment is also done through individual read-
ing inventories, portfolios and student journals, teacher
observation, parent learning profiles, Wilson Assessment
and the Parents As Teachers Inventory.

Early childhood assessment can be done through devel-
opmental checklists and through teacher observation. Two
tools many programs use for pre-school aged children are
Marie Clay’s Observation Survey and the developmental
checklist in the publication Starting Out Right: A Guide to
Promoting Children’s Reading Success by the National
Research Council. Information on these resources can be
found in the resources section of this book. Samples of
other assessment tools used by programs can be found in
Appendix F. Programs that collaborated with Head Start
or other pre-school programs often use the assessments
done in that program to demonstrate progress. If you are
serving school aged children, talk with school officials to
see what assessments they are already doing with stu-
dents. It is not the intent of family literacy funders to cre-
ate additional and unnecessary work for the program. Use
what is already available!

PACT and parenting activities and materials are struc-
tured around family goal plans and assessment of those

DEFINITION
Assessment is the on-going
process of gathering information
to assist learning, measure indi-
vidual achievement, and provide
feedback. Initial assessment can
be done as part of the develop-
ment of the family goal plan. On-
going assessment can be done
through standardized tests, portfo-
lios, or other approved measures.
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activities can be done through portfolios, reflective jour-
nals, surveys and checklists.

Keep in mind that assessment can play several roles in
your program. Pre and post assessment data can be used
for reporting purposes to demonstrate that your program
has been successful in meeting its goals. It can also be
used for curriculum and program improvement. Review-
ing these types of assessment data can be very revealing
and can help you identify areas of strength and areas that
need improvement. Other types of less formal assessment
such as journals and portfolios, writing samples, and
checklists can be part of an on-going assessment dialogue
between learners and teachers as they review and update
short term goals to document learner progress.

COMPONENT INTEGRATION

Component integration is often the most misunderstood
piece of a family literacy program. Here are some simple
questions to ask yourself about your program.

• Are there basic values that are interwoven through-
out your program?

• Is there a connection between what is happening
from component to component?

Component integration begins with establishing of a
basic program philosophy. What are the core values of the
program? To assure complete buy-in by your staff, these
values should be identified in a participatory way. Does
your staff believe in the value of literacy? Does your staff
believe in the importance of the parental role as the child’s
first teacher? Does your staff believe in the basic right of
every citizen to be able to read? Can your staff articulate
these core values to learners, the community and funders?
Are these core values continually reinforced throughout
your program and the four components? You’re on your
way to component integration!

Component integration also takes place as a result of
regular staff meetings. Does your adult literacy program
teach literacy skills by using real life materials related to
what’s happening in parenting or child development? Are
your intergenerational activities structured around con-
cepts that are being learned in the early childhood compo-
nent? Are the skills learned transferable to the home? Are
parents invited to use what they have learned in parenting

DEFINITION
Teachers and family literacy staff
work together to design curricu-
lum and instructional activities
that cut across and connect all
four components, adult literacy,
early childhood, parenting and
intergenerational. This requires
that staff have the training and
knowledge to develop an inte-
grated curriculum and adequate
time and support to meet and
plan.
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to help design literacy activities for their children? Are
skills learned in parenting being reinforced in intergenera-
tional activities?

Program leadership is required to make sure compo-
nent integration happens. This is another place where the
coordinator’s role is extremely important. Staff needs to
understand the program philosophy and the importance of
integration and be supported with plenty of planning time
and staff development in the four components.

STAFFING

The functions that must be provided by the family literacy
partnership include: project coordination, adult literacy
instruction, early childhood instruction, parent education,
and facilitation of intergenerational activities. These func-
tions can be provided through the partnership as in-kind
contributions, with additional local funding, or through
grant funds. Sample job descriptions can be found in
Appendix G.

While there are no certification requirements for the
project coordinator, the position is critical to the success of
a family literacy program. The coordinator’s role is to
build partnerships and have enough knowledge of the
community to sustain the necessary collaborations for pro-
gram success. This person should possess a basic knowl-
edge of the community, good interpersonal, leadership,
and team building skills. This person should also have a
good fundamental understanding of the basic concepts of
family literacy.

The adult education, early childhood, and parenting
instructors must meet local requirements for certification
if paid by federal funds. For example, it is required under
Even Start that the adult education teachers maintain
state certification in adult literacy and that the early
childhood teachers have an early childhood or elementary
teaching certificate. The Maine Family Literacy Initiative
(MEFLI) prefers that staff meet the requirements listed
above, but does not require certification.

Some programs have found it helpful to have the serv-
ices of a social worker available for consultation with pro-
gram staff and families. The services of a social worker can
play a critical role in the success of the program, especially
in making home visits when difficult issues arise. Social
workers are trained and needed to address tough issues
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like anger management, domestic violence, and substance
abuse not routinely handled by instructional staff. Social
work support for staff has been provided during one staff
meeting a month as an in-kind service from collaborators
in some areas. Larger programs have hired full and part
time social workers as part of the family literacy staff.
Smaller programs might want to make social work experi-
ence a qualification for the program coordinator.

STAFF DEVELOPMENT

Staff development should be planned, systematic, and on
going. Initially, programs should allow for adequate time
for all staff to become familiar with the operation of fam-
ily literacy programs, the concept of component integra-
tion, and the delivery of instructional services. Additional
staff development is generally needed as the program
develops.

Each staff person can identify personal goals for staff
development that answer the question, “What more do I
need to know and be able to do in order to do my job well?”
What follows from answering that question is a unique
plan that can range from attending a one or two day
intensive workshop to taking a graduate level course to
visiting other programs to independent research and peer
mentoring.

Quality professional development builds upon the
existing skills of staff. Programs are encouraged to make
use of professional development that is offered by and
through collaborators as well as state and locally spon-
sored staff development. For example, when the Center for
Adult Learning and Literacy at the University of Maine
brought the Boys Town/Girls Town “Building Skills in
High Risk Families” training to Maine, slots were made
available to family literacy collaborators. Head Start and
The Maine Parent Federation provide a variety of train-
ings throughout the year that family literacy providers
can access. The Cooperative Extension Service and The
Maine Centers for Women, Work and Community through
the University of Maine System are additional rich
resources for staff development.

Family literacy conferences, such as the one sponsored
by The National Center for Family Literacy (NCFL) are
well worth attending. The NCFL conference provides
workshops on a wide variety of family literacy issues and

We cross train a lot. I really like that
concept because when I was the
early childhood teacher, Leland and
I would cross train. So that cross
training is very, very important for
the adult teacher and the early
childhood teacher because we are
dealing with families. We are not
only dealing with parents and chil-
dren separately. Leland would come
into my room and I would go into
his. I got involved in the EFF stan-
dards so we were able to switch
roles at any time. If he needed to be
in my room, he would come. If I
needed to be in his room and sub-
stitute for him, I would be there.

—Mary Ouellette
Fort Kent CHIPPY Program
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Quality professional develop-
ment builds upon the existing
skills of staff, recognizes individ-
ual learning styles and is relevant
to their job.



draws on the expertise of family literacy providers from
around the country.

Time should also be set aside for staff meetings on a
weekly basis to promote coordination of services and plan-
ning of an integrated curriculum. Staff development and
staff meetings are two items that are often abandoned as
funds and time run short. It is critical that the program
administrator support these activities if the program is to
be effective.

EVALUATION

Evaluation is another often-neglected piece of the program
design. Some family literacy programs prefer to hire a pro-
fessional evaluator to help with this process. However,
whether you hire an evaluator or elect to make evaluation
the responsibility of the collaborative, you will need to have
an evaluation plan in place at the time of application.

Begin by deciding:

• What are you going to evaluate? What does your
collaborative believe are the most important ele-
ments of your program?

• What is important to know about those elements?
(You may need to prioritize and group items at this
stage.)

• Why are these items important to know? Will the
information captured reflect what is really happen-
ing in your program or will it simply redefine the
how and why?

• What evidence or data will you need to collect to
acquire that information?

• How will the information be collected? How do you
insure input from families in the evaluation
process? Are collaborators already collecting some
of the information?

• How will it be used? Will the information be used to
secure future funding? To market the program? To
make program improvements? Who will the audi-
ence be?

• Who will analyze, evaluate and summarize the
data? What are their qualifications?

• Who is the audience for the evaluation report?

Evaluation can be an exciting and positive experience.
It can bring new energy to the collaborative, identify

DEFINITION
Evaluation measures the effective-
ness of the program components
and whether learner and family
goals are met. The results are used
to direct program improvement.
An evaluation plan that will deter-
mine the effectiveness of the pro-
gram needs to be in place at the
beginning of the project. The plan
should include ways to measure
outcomes and impacts on partici-
pants, success of collaborations,
programmatic strengths and
weaknesses, and compliance with
funding regulations.
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To evaluate the program, we used
the rate of participation, increase of
recruitment, and standard inventory
testing. The inventory we used
ranged from basic reading skills to
writing skills. All these folks have a
portfolio—and we can see their
progress or lack thereof.

—Rob Wood
Portland Adult Education



unanticipated needs, improve the quality of the work cur-
rently being done, and help identify new ways of working
together. But, most important of all, it can help assure
that the program is providing the services identified in the
family goal plan.

FUNDING AND PROGRAM CONTINUATION

It is important to make sure that adequate resources are
available to provide the four components of family literacy.
Program services and resources can come from a variety of
sources such as program partners, businesses, schools,
and service organizations. Resources to support a family
literacy program can also be found through several federal
programs including Title I, Title I Preschool, Even Start,
Head Start, and the Adult Education and Family Literacy
Act. Keep in mind that some federal programs like Even
Start allow in-kind contributions, but not in-direct costs.
In-kind contributions are contributions an individual or
organization will make for which they will not charge.
Indirect costs are real charges such as vacation, retire-
ment, and health benefits, rent, and utilities that are
charged off to a program.

One of the biggest challenges for Maine Family Liter-
acy Initiative programs has been maintaining a consistent
and stable source of funding. It is important to be think-
ing about this issue from day one and, in fact, that is why
the Barbara Bush Foundation for Family Literacy asks for
a description of how applicants plan to continue the pro-
gram when the grant ends.

The good news is that the majority of our previously
funded Maine Family Literacy Initiative programs have
continued to provide family literacy services even after
their grants ended. These programs have been able to
access funding and other supports from a variety of
sources, including the Office of Substance Abuse, Head
Start, Adult Education, Department of Human Services,
the United Way, Community Concepts, Rotary, YMCA,
Maine Humanities Council, Maine Women’s Fund, local
housing authorities, libraries, school departments, and
foundations such as the Libra Foundation, the Stephen
and Tabitha King Foundation, the Davenport Foundation
and the Maine Community Foundation. Contact informa-
tion for some of these references can be found in the
resources section of this document.
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One way to avoid the challenge of searching for new
money every year is to design your program around exist-
ing services and resources at the very beginning. Is each
member of the collaborative already providing services to
the target population? Can staff used to provide those cur-
rently existing services provide some part of the program
while funds from the Barbara Bush Foundation and/or
other sources are used as supplementary funds to pur-
chase books, food, computers or pay for field trips, trans-
portation and child care? For example, if Head Start is
providing early childhood services and Adult Education is
providing adult literacy services, is it possible that they
are serving the same families already? Is it possible for the
two programs to co-locate to provide a seamless program
for families while still providing services to non-eligible
adults and children? This model requires some creative
thinking and willingness on the part of partner agencies to
re-direct funds.

While it may not seem important at the time, continu-
ation is a key issue that needs be discussed by the collab-
orative as you begin designing your program.
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GRANT WRITING TIPS

While these grant writing tips are just good common sense, it doesn’t hurt to review them one more time.
• Read the directions thoroughly and then read them again and underline important items.
• Develop a timeline for yourself so you won’t be tempted to put it off until the last minute.
• Be clear about what you want to accomplish and develop an outline.
• Write strong goals, measurable objectives, achievable strategies, and relevant measures. [Goals are broad state-

ments that provide the vision for your proposal. Some examples of common key words used in goal statements
are: improve, ensure, eliminate, and strengthen. Objectives indicate what you want to achieve. Measurable
objectives include timeframe, a target, a context, and an outcome. An example might be: By June 2002, 50%
of the adults who have participated in 100 hours of adult literacy instruction will demonstrate a gain of one read-
ing level as measured by the TABE. Strategies indicate how the objectives will be achieved. Some common key
words used in strategies are: train, develop, identify, provide, conduct, assist, and review. Measures are the tools
you will use to determine whether or not you have met you objectives. Measures must be relevant to the objec-
tive and capture the intended information.]

• Have someone not involved in the grant writing process proofread your work.
• Make sure you have included all of the information requested.
• Take your proposal apart and see if your application answers the following basic questions: Why are you ask-

ing for money? Who are you and why should you be funded over someone else? How do you know there is a
need in your community? If funded, what do you hope to accomplish? How will you do it? How will you know
if you are successful? How much money will you need and how long will the project take?





CONCLUSION

Family literacy is a rich and rewarding program with
many potential benefits. Parents improve their liter-

acy and parenting skills. They also increase their self-suf-
ficiency and develop closer relationships with their
children. Children are better prepared to enter school,
have fewer absences, and are less likely to need additional
services in school. Communities have more active and bet-
ter-educated citizens. Family literacy helps agencies man-
age comprehensive services in a coordinated way. It
prevents duplication of services and frees up resources for
other projects.

It is also a program that requires dedication and hard
work and a basic belief in the ability of all people to learn
and be successful citizens in their own unique ways. I hope
you find the experiences and insights of the participants,
teachers, administrators and partners interviewed for this
book inspiring and valuable as you design your family lit-
eracy program.
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TO THE READER
The following pages contain
forms developed and used by
MEFLI programs throughout the
state. They are included for your
use and permission is granted to
copy them as they are or to
develop your own forms from
these examples.


